
 

Procedure for Documenting Telework Hours Using WebTA 

The guidance below applies to employees on an occasional or infrequent telework schedule. 

Employees on a fixed or regular telework schedule should modify their default schedule. 

1. Open WebTA and click on “T&A Data” 

2. Click on the “New” Button under Work 

Time

 
 

3. Select the appropriate Transaction Code – Telework Alt Site or Telework Home. 

 

 

 

4. Click “Save” and Indicate the Number of Hours Teleworked Each Day. 

 

 

 

5. Click “Update” or “Save/Return” or “Validate” to complete the process. 


